Campaign Toolbox
Initial Program Setup

The first time you open Campaign Toolbox you will receive the following important startup message.
Click on *OK” to continue.

IMPORTANT - First time program, startup

To begin using this program:

After closing this message box, click on the "Initial program setup button on the opening Form and Follow the instructions, IF wou will be using an
existing database file, wou may need to go through the database update process before using that File, (You will be prompted i an update is needed. )

IF this is a registered copy, you will need the reqistration code that was issued to wou when vou purchased the program license. IF wou are testing the
program in Trial Mode, go through the same steps, but wou will only be able to enter a limited number of records before the Trial Mode expires.

Some of the list Figlds contain sample data. See Help For how to add and delete items From the lisks,

Click on the “Initial Program Setup” button to setup the program for your campaign.

."i'nulﬂnx = Han:tu.:lg

Mo databasze iz currently zelected. Pleaze click on "lnitial Program Setup” to create a
new databasze file and go through the setup zequence, or cloze thiz form then select
your exizting databasge file fram File | Open.

Yersion 2.4.5

Initial Program Setup

Claze this form

Thiz opening form containg shortcuts for commonly uzed operations. These operations
can alzo be reached through the menu items,
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In the Window below click on “NO” to verify that you have not previously created a database.

Campaign ToolBox Sefup

)

Yes Mo

Hawe wou already used File | New ta create vour database file?

Click "es' ko open that File, or click 'MNao' ko create vour database file,

Cancel

“Campaign.mdb” is the default database name. We suggest you click on “No” and create a file with a
name that is meaningful to the campaign such as “primary06.mdb.”

Enter name of new database file

Savein |I) CTBKY

ty Recent
Documents

€

Dezktop

£
by D ocuments
by Computer

.

by M etwiork,
Flaces

| BACKUP

IZIPOF

Once you name your
database, click on “Save.”

File name: |TestingDE

Save as ype: | D atabasze [.mdh)

j Save |
_ﬂ Cancel |

e
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MNew database file created :

-
\, 1 ) C:\Program Filest CTEKY TestingDa, mdb has been successfully created and is now the current database,

(8.4 Ih

Mew file setup notice

i ' : After closing this message box, ywou will be kaken ko the Setup Guide, You must complete these steps before using the program.

i a—

Step 0 of 53

=¥ Setup Guide

Thiz Setup Guide will take vou throuagh the initial program
zetup. To customize the program to suit your zpecific
needs, click on "Tools", and then select "Setup” after
o . . vl have completed this Setup Guide.

This is the first step of the Initial Program setup

procedure. However, depending on what type of E;‘fpfunrﬁ;”ﬁe?&m?Lgﬂiigjﬂmt'”g e
Reporting Entity you are filing for, some fields may -
not have to be completed. There are 53 stepsz in thiz process.

< Hack

Step 0 of 53 Cancel/Cloze |
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Step 1 of 53

=¥ Setup Guide
Choose your Reporting Entity type. SPAC  State PAC
Remember, if you are reporting for a Gty ooues Commites

[ R R P R R TR RV LS T pare)

of Reporting Entity pou will be reporting for.

candidate or a candidate’s committee, which
is NOT running for Governor/Lt. Governor,
you should choose “Candidate” from the
drop-down box.

The item in the ligt must be highlighted [usually in blug] in
arder ko be selected.

You will need to click on one of the
Reporting Entities. An Entity is chosen when
you see it highlighted in blue

< Back | W
Step 1 of 53 Cancel/Close |

If you click on “Next” without choosing an Entity you will receive the following error:

Missing or invalid data

' Maothing has been selected in the "Entity Twpe” field, Please return to Step 1 and select the entity bype, It MUST be highlighted by clicking on an item in
_®= 4y thefield.

K |<—

Once you choose a Reporting Entity and click “Next”, the following message will be displayed asking
you to verify your choice. Click “OK” to verify.

Confirm Type of Reporting Entity = CAND

' ¥ou have selected - Candidate - as the tyvpe of Reporting Entity. This selection determines what fields are used during setup and during data
entry, Itis critical that this selection is correct, IF it is not correct, you must change it ko the correct tvpe before continuing with this setup,

oK |<—

Chrrm 1 AFFR72 1
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Step 2 of 53
=i Setup Guide

Office Saught - kaw. field size = &0
Thiz iz a required field. Be sure to include the district if
applicable. Leave thiz figld emphy if not applicable.

Enter the name of the office you are
seeking.

¢ Back | W
Step 2 of 53 Cancel/Close |

Step 3 of 53
=i Setup Guide
|

Designate if you are running in a statewide _ —

. Statewide race? - Max. field size =1
race. Unless you are running for Governor, Thiz is a required field. Enter "M" if not applicable.
Lt. Governor, or any of the Constitutional
Officer positions, your answer is “N”. This
step also determines which of the rest of the
53 steps you will need to enter data into.

For the remainder of this tutorial we are
going to assume that the candidate is NOT
seeking a statewide office.

(Back | [ o> |
Step 3 of B3 Cancel/Close |
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Step 4 of 53

=¥ Setup Guide

B ased on wour previous entries, this figld iz not used.

. . . . Leave thiz field blank and click the "Mext" button.
This step is not needed since our candidate

is not running in a statewide race.

< Back |
Step 4 of 53 Cancel/Clase |

Step 5 of 53
<\ Setup Guide
|
R eparting Entity - Max. figld size = 70
The Reporting Entity is on the email from E niter the name of the Reporting Entity exactly az printed
X ) ” . {irt the email vou received from Adjutant Saftware, Yaou
Adjutant Software which you will receive miay wattt bo do a "copy and paste” fronm the email far
i i i these items to azzure you have them correct. [t must be
once you submit the ReQIStratlon entered EXACTLY as wiitten [punctuation and Case
Agreement. Sengitive].

. TRIAL MODE - enter name of Candidate or PAC as pou
If you are trying out the software please will uze on reports.

follow the instructions for the TRIAL MODE.

Back | [ N>
Step 5 of 53 Cahcel/Cloze |
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Step 6 of 53

. Setup Guide

] ) ) B aszed on vour previous entries, this field iz not uged,
This step is not needed since our Leave this field blank and click the "Mext" button.

candidate is not running in a statewide
race.

Bk | W
Step B of 53 Cancel/Cloze |

Step 7 of 53

=¥ Setup Guide

Candidate Mame Prefix - Max. field zize = 20
Thiz iz an optional figld. Enter the candidate's prefis [kr.,
rz., Mz, Col, Dr., Sen., etc.]

This step is optional. Enter the Candidate’s
Name Prefix.

¢ Back

Step 7 of 53 Cancel/Close |
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Step 8 of 53

A Setup Guide

Candidate First Mame - M ax. field size = 50
Thiz iz a required field. Enter the Firzt M ame of the
Candidate.

Enter the Candidate’s First Name.

< Back | W
Step 8 of 53 Cancel/Close |

Step 9 of 53

=¥ Setup Guide

Candidate Middle Mame - Max. field zize = B0
Thiz iz an optional figld. Enter the Middle Mame of the
Candidate.

This field is optional. Enter the Candidate’s
middle name.

Back | [ Nert> Joemmnn
Step 9 of 53 Cancel/Close |
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Step 10 of 53
=¥ Setup Guide
|

Candidate Lazt Mame - Max. field size = 50
Thiz iz a required field. Enter the Lazst Mame of the
Candidate.

Enter the Candidate’'s Last Name.

¢ Back | W
Step 10 of 53 Cancel/Close |

Step 11 of 53

=% Setup Guide

Candidate Mame Suffix - Max. field size = 50
Thiz iz an optional field. Enter the Candidate M ame Suffis
e, Sr L ete ],

This field is optional. Enter the Candidate’s
Suffix.

(Back | [ Nert> e
Step 11 of 53 Cancel/Cloze |
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Step 12 of 53

=% Setup Guide

Candidate's Date af Birth - Max. field zsize =10
Thiz iz a reguired field. Use mm/dd oy farmat for the
date.

Enter the Candidate’'s Date of Birth.

< Back h

Step 12 of 53 Cancel/Close |

Step 13 of 53

=¥ Setup Guide

Election Date - Max. held size =10
Thiz iz a required field. Enter the Election date far this

databaze file,
Enter the election date. If this date is not IMPORTANT - & new database fils MUST be created for
correctly entered, your data file cannot be each new election. Do not simply continue adding
processed. Please check the KREF website records bo a databagze file from a previous election.

for election dates. IJze mim./dd Ay format for the date.

¢ Back

Step 13 af 53 Cancel/Close |
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Step 14 of 53

The Program Expiration Date is on the
email from Adjutant Software.

If you are trying out the software please
follow the instructions for the TRIAL
MODE.

Step 15 of 53

The Program Options Code is on the email
from Adjutant Software.

=¥ Setup Guide

[MM /DDA

Frogram Expiration [ ate
E nter the Program Expiration Date exactly az printed in

the email you received from Adjutant Software, using the
rarn/dd Ay farmat.

TRIAL MODE - Enter any date later than today if pou are
kezting in Trial Mode.

< Back

Step 14 of 53 Cancel/Close |

=¥ Setup Guide

{fi o000

Program Optionz Code

Enter the Program Optiohs Code exactly as printed in the
emall you received from Adjutant Saftware.

TRIAL MODE - uze the default,

< Back | W
Step 15 of 53 Cancel/Close |
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Step 16 of 53

:‘ Setup Guide

Regiztration Code
E nter the Registration Code exactly az printed in the

. . . . email vou received from Adjutant Software. [t must be
The Rengtratlon Code is on the email from entered EXACTLY as witten, Mote that thiz iz HOT ywour

Adjutant Software. state-iszued 1D number. Note that a "0" is always the
rurmber zera and not the letter "0°,

If you are trying out the software please TRIAL MODE - enter a Zero.
enter a “0.”

< Back

Step 16 of 53 Cancel/Cloze |

Step 17 of 53

=¥ Setup Guide

erify Regiztration Code
Pleaze click on the "Yerfy code" buttan to verify that the
Feporting Entity and the Registration Code match. If they

Click on the “Verify Code” button do not, pleaze click the "Back” buttan and make any
' corections needed before procesding.

If you are trying out the software p|ease TRIAL MODE - digregard the "lnwalid..." message.

disregard the “Invalid....” Message.

¢ Back MHest » | Werify code

Step 17 of 53 Cancel/Close |
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If you get this message box after clicking on the “Verify Code” button, one of the fields mentioned in
the message may have been entered incorrectly. If needed call the Registry for assistance.

Invalid Register Number

The Reparting Entity name and expiration date and Options Code does nok match the Reqistration code.
This is case sensitive and must match characker for character, including spaces and punctuation. The dake must be in MMDDYYY Format,

Please click on the "< Back" button after closing this message box, Refer bo the email vou received For the correct Reporting Entity Mame, Options
Code, Registration Code, and Expiration Date,

If it all appears to be carrect, return ba the blank screen and click on the menu item "Toals = Diagnaostic Made OnfOFF",

Unless wou are using this program within the Trial Mode limits, YioU WILL MOT BE ABLE TO ENTER DATA UMTIL THIS IS EMTERED CORRECTLY.

Once you verify the code successfully, click on the “OK” button and proceed to the next step.

|

Step 18 of 53

Wddresz, major - bax. field size = 30

Thiz iz an required field. Enter pour street addrezs or PO
Box. Do naot include Suite, Floor, Apt., ete. This will be
entered in the nest field.

Enter the Candidate’s mailing address.
This field is required.

S BAck l et + |h
Step 16 of 53 Carcel/Clase |
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Step 19 of 53

=X Setup Guide

Address, minor - kax. field size = 30
Thiz iz an optional figld. Enter pour Suite, Floor, Apt., ete.
|if applicable.

Step 19 of 53 is not required. In this field,
you may enter an additional line of
address.

¢ Back

Step13of 53 Cancel/Close |

Step 20 of 53
fi"l_'.ietup Guide

City - b ax. field zize = 30
Thiz iz a reguired field. Enter pour city in this field.

Enter the candidate’s city for the
candidate’s mailing address.

< Back —

Step 20 of 53

Cancel/Cloze
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Step 21 of 53

=¥ Setup Guide

83

State - Max. field zize = 2
Thiz iz a required field. Enter your State wzing the
standard 2-letter code.

This step defaults to “KY”. The candidate’s
state is required for mailing information.

< Back

Step 21 of 53 Cancel/Close |

Step 22 of 53
:ﬁ Setup Guide
I

“ip Code - Max. hield zize =10
Thiz iz a reguired field. Exter your zip code using the
33333-3333 or 33333 format,

Enter the candidate’s zip code.

< Back | W
Step 22 of 53 Cancel/Close |
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Step 23 of 53

Enter the candidate’s Filer Number. This
number is sent in the email you will
receive from the Registry.

If you are trying out the software please
enter “12345.”

Step 24 of 53

Enter the candidate’s Number. This
number is sent in the email you will
receive from the Registry.

If you are trying out the software please
enter “12345.”

Created by KREF Technology Staff

=X Setup Guide

Filer Mumber - bax. field zize = 20

Thiz iz a required field. Enter pour state-izsued Filer 1D
nurmber. [f you do not have i, call KREF at B02-573-2226
and ask. them for pour number,

If testing in Trial Mode, enter "1 2345",

¢ Back | —

Step 23 af 53

Cancel/Cloze |

=¥ Setup Guide
|

Candidate Humnber - Max. field zize = B0

Thiz iz a required field. Enter your state-izsued Candidate
|0 number. [F pou do not have it, call KEREF at
Al2-573-2226 and ask them far your number.

If testing in Tral Mode, enter "12345",

< Back h
Step 24 of 53 Cancel/Close |
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Step 25 of 53
:'I Setup Guide
|

Location - kayx. field size = 50

; ) ; E niter the location or County of residence if you are filing
Enter the candidate’s county of residence. el
The County Clerk in this county will get a
copy of the hard copy report that you
submit to the Registry in addition to the
electronic file.

< Back

Step 25 of 53 Cahcel/Close I

Step 26 of 53

=¥ Setup Guide

Folitical Party - Max. field zsize = 50
E nter the political party, if applicable. Enter
"Mon-Partizan" if the office is Mon-Partizan,

Enter the candidate’s political party.

If your candidate is seeking a non-partisan
office, enter “Non-Partisan” in this field.

¢ Back | W
Step 26 of 53 Cancel/Close |
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Step 27 of 53

i'ﬁ_'ietup Guide

Signature - Maw. field zsize =50
Thiz iz a required field. Enter the name of the perzan whao
will be zigning the repaorts.

You must provide the name of the person
who will most often sign the hard copy of
the financial report.

< Back

Step 27 of 53 Cancel/Claze |

Step 28 of 53
=% Setup Guide

Treasurer's Mame - Max. field size = 50
T hiz iz an required figld. Enter the full name of the
Treasurer.

Enter the treasurer’s full name.

< Back

Step 28 of 53 Cancel/Close |
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Step 29 of 53

Enter the treasurer’s address.

Step 30 of 53

This optional is an additional line for the
treasurer’'s mailing address.

=¥ Setup Guide

< Back

Treasurer's Addrezs, major - Max. field size = 30
Thiz iz a required figld. Enter the Treasurer's street

addrezs or PO Box. Do not include Suite, Floor, &pt., et
Thiz will be entered in the nesxt field.

Step 29 of 53

=¥ Setup Guide

Cancel/Cloze |

< Back

Treasurer's Addrezs, minor - Max, field zize = 30

Thiz iz an optional field. Enter the Treasurer's Suite,
Floor, &pt., etc. if applicable.

h

Step 30 of 53

Cancel/Cloze |
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Step 31 of 53

=¥ Setup Guide

Treasurer's City - bMag. figld zize = 30
Thiz iz a required field. Enter the Treasurer's city in thiz
field.

Enter the city for the treasurer’'s mailing
address.

Back | [ Nert> Jgpmmmnn
Step 31 of 53 Cahcel/Cloge |

Step 32 of 53

=¥ Setup Guide

%3

Treasurer's State - May. figld zize = 2
Thiz iz a required field. Enter the Treazurer's State uzing
the standard 2-letter code.

This field defaults to “KY” and is required
for mailing information.

o pEe—
Step 32 of 53 Cancel/Close |
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Step 33 of 53

=¥ Setup Guide

Treasurer's Zip Code - Max. field size =10

Thiz iz a required field. Enter the Treasurer's zip code
Lizing the 33933-9339 or 93333 format.

Enter the candidate’s zip code for the
treasurer’s mailing address

< Back

Step 33 of 53

Cancel/Cloze |

Step 34 of 53

=% Setup Guide
|

Treasurer's Phone - Max. field size = 20
Thiz iz a required field. Enter the Treazurer's area code
and phone number uzing the 993-993-3335 format.

Enter the candidate’s phone number
where the treasure may be reached.

< Back | W

Step 34 of 53

Cancel/Cloze |
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Step 35 of 53

-':'i Setup Guide

Email addres= far reparting entity - May. field size = 100
Enter an email address that can be used to contact an
official representative of the reporting entity.

Enter an email address where we may
contact an official representative of the
campaign.

| [ —
Step 35 of 53 Cancel/Close |

Step 36-42 of 53

:'i Setup Guide

Steps 36 through 42 of 53 are not

requ'_red information for non-statewide B azed on vour previous entries, this figld iz not used.
candidates. Leave thiz field blank and click the "Hext" button,

Click “Next” until you get to step 43.

¢ Back

Step 36 of B3 Cancel/Close |
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Step 43 of 53

=¥ Setup Guide
|

Cuztodian or Candidate Phone - Max. field zize = 20
Thiz iz an optional figld. Enter the Custodian (i filing for a
FALC) or Candidate [if filing for a candidate] area code
and phone number using the 333-333-3333 format.

Enter the candidate’s phone number.

< Back | W
Step 43 of 53 Cancel/Close |

Step 44-50 of 53

=% Setup Guide

Cuztodian or Candidate Phone - Max. field zize = 20

Thiz iz an optional figld. Enter the Custadian [if filing for a
. . . FAC) or Candidate [if filing for a candidate] area code
Step 44-50 are not required information

and phone number using the 993-933-3333 format.
for non-statewide candidates.

Click “Next” until you get to step 51.

< Back

Step 43 af 53

Cancel/Cloze |
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Step 51 of 53

Enter the campaign’s start date. This date
must be at least one day earlier than any
of the transactions entered into the
database for financial reporting.

Step 52 of 53

This field defaults to “KY.”

Created by KREF Technology Staff

=¥ Setup Guide :

{10411/2008

Campaign Start D ate - May. field size =10

Enter any date on or befare wour first record to be
reported. Thiz date iz uzed to tell the program to ignore all
records prior to thiz date.

Thiz date shauld ahways be earlier than ANY recardz in
thiz databaze file that should be reparted.

PACs should use a date like 01,/01/1330.

I1ze mmddd/ oy farmat far the date.

< Back | W
Step 51 of 53 Cancel/Clase |

SX Setup Guide 3

<%

Defaulk State - Mayw. field size = 2

Thiz iz a required field. Enter the State using the standard
2etter code. Thiz will appear az the default value in the
state field when you are enterng new records.

< Back

Step 52 of 53 Cancel/Clage |
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Step 53 of 53

~¥ Setup Guide

End of Initial Program Setup
ou have now gone through each of the steps in zetting
up Campaign ToolBox for this Reporting Enfiby. *'ou can
qo back and make changes at any time either by going
: « » : through this same process or by clicking on Tools |
Click on the CanceI/QIose button to exit Eaiin
the form. Your setup is now completed.

Click an the Cancel/Cloze button to exit thiz farm.

< Back

Step 53 of 53 Cancel/Close
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